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How to create a Manual order 
using a product you ve created 
in Click & Drop 





How to create a manual order using a product you've created 
in Click & Drop 


In Click & Drop, open up the Orders’ section and click on ‘Create order’. 
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Enter the address details of the order you have taken and scroll down the screen to enter the full 
details, then, click on ‘Add products. 
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If you click on ‘Create order’ or ‘Create order and apply postage’ this will create an order without the 
product details being added. 
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In the ‘Product name / SKU' field choose the item you are posting from a product you have previously 
created. In the Quantity’ field enter the number of items you are despatching and click on Add’. 
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If you click on ‘Create order you can then add postage at a later time, if you click on ‘Create order and 
apply postage, you can then enter the postage and generate the label. 
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Step 2, Choose a service 
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Choose the appropriate Royal Mail Service; in this example Special Delivery Guaranteed by 9am 
(Service code SD4) has been selected. Confirm the item doesn't contain any prohibited items and click 
on Generate label’. 
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Step 3. Choose service-specific options 
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Step 4, Confirm and submit 
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In this example the label template is the integrated pick and pack note and label. 
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